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Unit 1 Job Hunting 
 
In this unit we will review management and business 
vocabulary in English. We will try to expand 
vocabulary used for self-description: qualifications and 
merits. We will work with  advertising documents and 
we will practise  oral interview structures and 
strategies. Finally, we will take a look to all the 
paperwork necessary when looking for a qualified 
candidate for our enterprise. 
 
 
1. Warming up:  
In groups of four or five talk about your previous experience when looking for a job. 
 
 
1. Have you ever worked? 
2. How did you get the job? 
3. Did you have to write an application letter? 
4. Did you have to go to a job interview? 
5. From your knowledge, what things you should avoid in a job interview. Make a list: 
a.   
b.   
c.   
d.   
e.   
M.Palazón & M. Aleson                           Información y comercialización turísticas 
Unit 3 – Job Hunting 
  
Speaking 
2. Proposal for some vacancies. 
 The General Manager has suggested the necessity of  employing new personnel for the High season that is 
approaching.  Think about the possibility of this idea. Surely, it is not going to approved by everybody as it needs a great 
investment. Analyse the advantages and disadvantages of the proposal. Look at the speaking guide  ‘Advantages and 
Disadvantages’ 
 
1. Do you think it is a good idea? 
2. Is it going to solve short-comes that you are suffering? 
3. What departments are in need of personnel? 
4. How many posts are we going to advertise? 
5. Is it worth the investment? 
 
ADVANTAGES-BENEFITS 
   
•  
  
•   
  
•   
 
DISADVANTAGES-DRAWBACKS 
   
•  
  
•   
  
•   
 
 
3. Selecting the right person: 
Look at the list of adjectives and nouns  below and draw a tick next to the qualities and skills the new person needs. Talk to 
your partners and discuss it. 
 
Assertive  Communicative  Social skills  Computer-literate  
Numerate  Easy-going  Smart  Telephoning skills  
Good-looking  Serious  Responsible  Accurate  
Sociable  Conscientious  Honest  Reliable   
Fluent  Secretarial Skills  Relaxed manner  Leadership  
Collaborative  Analytical ability  Keen team player  Enthusiastic  
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Reading the Specialized Press 
4. Job Advertisements:  
Read the following ads and pick up ideas for designing one for your company. 
Hotel Receptionist 
 
An experienced Hotel receptionist is required by this lovely 3* 
hotel on the south coast of Jersey. Applicants must speak fluent 
German in addition to English and must also have familiarity with 
front office systems such as Fidelio, etc. The role will require a 6-
day working week of 42 hours. Live in accommodation and meals 
are provided for a cost of £40.50 per week or the full wage is 
payable to those living away from the hotel 
 
Applicants should be of smart appearance and have a professional 
manner. 
This is a seasonal position running from now until October 2002 
Salary £223 per week 
 
Contact:   Jane Fenn.     E-Mail:  jfenn@hotel.com 
Tel: 01457 934 8341   Fax:01347 919 8542 
 
 
Conference and Banqueting Co-ordinator 
 
 
 
Experienced co-ordinator required for superb 
country House Hotel in Lymington area 
(Hampshire) The Hotel has a thriving 
conference/Wedding trade is well run and very 
friendly. You will be responsible for taking 
enquiries/booking both on the telephone and in 
person, show rounds and production of function 
sheets. Excellent live in accommodation if 
required 
 
 
 
Travel Co-ordinator 
 
If you have a minimum of three years experience working for a travel agency and have a good 
understanding of IATA Fares and Ticketing then we are currently recruiting for a client on 
Business Travel. 
You will be a forward thinker and pro-active and someone who is able to close a sale. This is a 
leading independent business travel company who will offer an excellent package to the right 
experienced candidate. 
 
 
 
Term Type: Permanent 
 
 
Ace Human Resources 
Contact:  Sue  E-Mail:  sue@acehr.co.uk     Tel:01243 542704    Fax:  01243 545085 
http://www.bradleycvs-jobs.com/cands/compview.asp?c=10493&j=1365659&f=SearchPhrase=travel+agency 
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Advertising 
5. Write your own ad 
Design an ad for one or several vacancies in your company. When doing it, remember what type of person you need and write 
consequently. Job advertisements are also used as ways of promotion for the company in order to get the best employees, so do 
not forget to praise your company. The reason for this is the highly competitive nature of the labour market. Consequently, not 
only do individuals compete for the jobs offering the best opportunities and conditions, but employers themselves have to show 
potential employees why they should apply for this particular position. 
 
 
SECTIONS: 
 
• Details of the company:   
Size, economic perspectives, turnover, product and services, philosophy, etc. 
• Description of the suitable candidate: 
Abilities, skills, qualifications, attitude, age, experience, personality, etc. 
• Description of the vacancy: 
Salary, duties, conditions, vacation allowance, terms, lunch vouchers, promotion, perks, bonus, 
fringe benefits, commission, overtime, tips, etc. 
• Contact details: 
Address of the company or the person in charge of the selection (job agency) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Jobs 
6. Listening: 
Listen to six people talking about their jobs. Match the people to their jobs  
 
 Order 
1. Hotelier  
2. Conference Coordinator  
3. Cabin attendant  
4. Waiter  
5. Travel Consultant  
6. Rep  
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Passive 
After the presentation of your teacher, check if you can answer the following questions. 
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7. Rewriting: 
Transform the following sentences into the passive. If two possibilities are possible, do them both. If not possible, say so. 
 
• The TA gave him £200. 
 
• The airport requests passengers on flight IB274 to proceed to gate number 8. 
 
• Clients should make all payments in US$. 
 
• Travel Agents should provide suitable space for our brochures. 
 
• Clients must settle the bills before noon. 
 
• The reps are going to meet the flight. 
 
• The guide was pointing the Big Ben to us when the telephone rang. 
 
• People agreed to meet again. 
It 
• People should note that this agreement is for two years. 
It 
• Clients always ask the receptionists the same questions. 
 
• My father is a travel agent consultant 
 
• The theme park is going  to create new jobs next summer. 
 
• Engineers built the roller coaster in one week. 
 
• Someone told the students the truth. 
 
• They will probably give 20% discount on all trips. 
 
• They didn’t repair the TV that was broken. 
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8. Passive Quiz 
 
1) Tourists   in this establishment. 
a)  are welcame b) are welcome 
c)  are welcomed d) welcomed 
2) Some reps   the 5-o’clock flight.  
a) are gone to met b) are going to met 
c)  are gone to 
meeting 
d) are going to meet 
3) My English teacher is a woman. 
a) A woman  is to 
be... 
b) A woman is 
being... 
c) A woman is been.... d) There is no 
passive. 
4) The teacher wants the exercise   finished 
now. 
a) is b) will be 
c)  be d) to be 
5)  This classroom    at the moment. 
a) is repaired b) is being repaired 
c)  is been repaired d) has being repaired 
6)  The canteen should   by now. 
a) have been closed b) be closed 
c) have being closed d) being closed 
7)  Peter told me that    in the 
school. 
a) he has been rob b) he had being robbed
c) he has being 
robbed 
d) he’s been robbed 
8)  Your English teacher   this morning. 
a) has being shot b) has been shot 
c) had been shot d) had being shot 
9) I    bitten by a wasp.  
a) have never being  b) have never 
c) never have being d) have never been 
10)  Who was Peter talking  ? 
a) by b) from 
c) to d) about 
11) Spanish is now   by 20 million people in 
the USA. 
a) talk b) being talk 
c)  spoken d) being speak 
12) The overcraft   now. 
a) has being repaired b) is been repaired 
c)  is being repaired d) has been repaired. 
13)  Further information   from reception. 
a) can be obtained  b) can been obtained 
c)  can being 
obtained 
d) can to be obtained 
14) The awards   by the director of the 
school. 
a) will been 
presented 
b) will being  
presented 
c) will be presented d) a and care correct. 
15)  A new type of exam   for English III. 
a) is been created b) has been created 
c) is being created d) b and care 
correct. 
16)  These tickets should   two weeks ago. 
a) have booked b) be booked 
c) have been booked d) have being 
booked 
17)  Tourists    to smoke in their rooms. 
a) have not suppose b) were not 
supposed 
c) are not supposed  d) band c are 
correct. 
18) The school    in the hurricane. 
a) is to be destroyed b) was destroyed 
c)  was destroied d) have destroyed 
19)  Mary should   a promotion. 
a) have being 
offered 
b) have been offered 
c) had been offered d) been offered 
20)  I was   a lifebelt. 
a) trown b) thewed 
c)  thrown d) trewed 
21) The guests    drinks. 
a) were offered  b) was offered 
c) are offered  d) a and c are correct 
22) I    to the party. 
a) did not invite you b) wasn’t invited 
c) ‘m not invited  d) They are all 
correct. 
23) Those books   reprinted. 
a) are being b) were been 
c) are been d) have  
24) The students copied without   
a) been seen b) being seen 
c)  been seeing d) being seeing 
25) Fifty students   two days ago. 
a) are arrested b) were arrested 
c)  was arrested d) where arrested 
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Jobs Interviews 
Read carefully this text, before preparing for the interview and comment with your classmates what is the most interesting 
piece of information. Then, report to the class. 
 
 
Tips ( based upon http://www.aandaresume.com/interview.html ) 
 Research. If you are interviewed for a company that is specialized in selling packages to Cuba, find 
out everything you can about Cuba before you go into the interview. The employer is looking for 
someone who can solve his problems and if you know Cuba and you know his company, you are that 
much closer to getting hired. Knowledge is power.  
 Do two or three mock interviews with a friend. If possible, use a camcorder to film yourself. Play it 
back and look for nervous habits (fidgeting, twirling your hair, etc.) or use it to pinpoint possible weak 
spots in your presentation.  
 Be 10 minutes early to the interview. This will give you an opportunity to gather your thoughts and 
compose yourself. 
• YOU ARE A PROFESSIONAL. Dress the part. Clothing will give an immediate 
impression to the employer. 
 Come prepared. Bring at least three copies of your professionally prepared résumé with you. Don't 
forget your list of references. Carry them in a briefcase if possible.  
 Expect the unexpected. The employer wants to find out how fast you think on your feet. Don't be 
surprised if he asks you an irrelevant question such as: "If you had a million dollars, what would you do 
with it?"  
 Offer a firm handshake and don't sit down until you are invited to do so.  
 Don't slouch in the chair. Use the SOLER method: 
 S: Face the Speaker Squarely. 
 O: Adopt an Open Posture 
 L: Lean the upper part of your body towards the speaker 
 E: Maintain good eye contact 
 R: Try to be relaxed 
 Talk with a firm voice. This will convey confidence and knowledge to the employer. Ask 
questions. Towards the end of the interview the interviewer will undoubtedly ask you if you have any 
questions. Many people say things like: "No, I don't think so". DON'T DO THIS! When you do your 
research about the company come up with five questions to ask the employer. Ask him questions such 
as, "What growth do you expect in your company over the next five years? Why should I work here? 
What do you expect in a good employee? When he answers this question, make sure to explain to him 
how you fit those requirements exactly! After the interview, mail him/her a note of thanks. Thank 
him/her for his time and the opportunity to apply to his company. If you've left out any pertinent 
information during the interview now is the time to include it in the note of thanks. 
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Job Interviews 
This is a Forced Choice Questionnaire, used in Job Interviews to test your personality. You may find it difficult to choose 
between answers, but do not deliberate too long. It should only take around 5 or 6 minutes to complete. Then, describe 
yourself to your classmates (Source . http://www.peoplemaps.co.uk/personality/questionnaire.shtml) 
 
 
Question 1 
least like me                  most like me 
In charge and firm   0 1 2 3 4 5 6 7 8 9 10 
Expressive and hopeful  0 1 2 3 4 5 6 7 8 9 10 
Faithful and helping    0 1 2 3 4 5 6 7 8 9 10 
Meticulous and detailed 0 1 2 3 4 5 6 7 8 9 10 
 
Question 2 
least like me                  most like me 
Articulate and strong  .. 0 1 2 3 4 5 6 7 8 9 10 
Animated and persuasive 0 1 2 3 4 5 6 7 8 9 10 
Peaceful and harmonious 0 1 2 3 4 5 6 7 8 9 10 
Studious and reasoned 0 1 2 3 4 5 6 7 8 9 10 
 
 
Question 3 
least like me                  most like me 
Fun-loving and popular 0 1 2 3 4 5 6 7 8 9 10 
Patient and supporting 0 1 2 3 4 5 6 7 8 9 10 
Formal and principled 0 1 2 3 4 5 6 7 8 9 10 
Powerful and assertive 0 1 2 3 4 5 6 7 8 9 10 
 
Question 5 
least like me                  most like me 
Amicable and quick  0 1 2 3 4 5 6 7 8 9 10 
Reserved and co-operative 0 1 2 3 4 5 6 7 8 9 10 
Consistent and correct 0 1 2 3 4 5 6 7 8 9 10 
Forceful and goal-oriented 0 1 2 3 4 5 6 7 8 9 10 
 
Question 6 
least like me                  most like me 
Empathic and patient  0 1 2 3 4 5 6 7 8 9 10 
Organised and thoughtful 0 1 2 3 4 5 6 7 8 9 10 
Independent and bold  0 1 2 3 4 5 6 7 8 9 10 
Outgoing and gregarious 0 1 2 3 4 5 6 7 8 9 10 
 
Question 7 
least like me                  most like me 
Fair and faithful  0 1 2 3 4 5 6 7 8 9 10 
Analytical/well disciplined 0 1 2 3 4 5 6 7 8 9 10 
Fast and reinforcing  0 1 2 3 4 5 6 7 8 9 10 
Interacting and open  0 1 2 3 4 5 6 7 8 9 10 
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Job Hunting 
Now, that we know how to read job ads and how to behave in a Job Interview, let’s begin the process. Read the following letter 
of application and produce a new sample basedon an ad another group has written. Then, send it to them so as to begin with 
the Job Hunting process. 
9. Cover Letter and CV 
Send a cover letter and your CV to one of the ads that your class-mates have written. 
 
 
 
Ms. Leslie Meyer 
Av. Maisonave, 45 
03001 ALICANTE 
SPAIN 
 
           Mr. J. Smith 
           ALICANTE HOTEL 
           Av. Alcoy, 25  
           03004 Alicante                                                                                    
           Spain                                                                                                         19 June 2003 
 
Dear Mr. Smith, 
 
Ref. BD/1234 Receptionist 
 
I’m writing because I would like to apply for the post of Receptionist advertised 
in today’s Guardian. 
 
As you will see from my CV (enclosed), I have had 3 months’ experience as a 
Head Receptionist in a four-star Hotel. Presently, I´m looking for a new position 
that allows me to develop my skills and abilities in the Tourism Industry, 
especially those related to intercultural communication and customer relations. 
Moreover, I am particularly keen to continue working in the Hospitality Industry. 
 
I have also received several years of training at university and the CDT 
(Valencian Region Center for the Development of Tourism), therefore, with my 
proven ability to deal with the public, I feel that I would be able to make a 
significant contribution to your company's reception team. 
 
I enclose my CV and will be available for interview any day after 1st July and 
available to take a new appointment from the same date. 
 
I look forward to hearing from you soon. 
 
Yours sincerely, 
 
 
 
Ms. Leslie Mayer 
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CURRICULUM VITAE 
 
 
Personal 
Details 
 
 
 Name:                  
 Family Name:  
 Address: 
 Telephone: 00 34  
 Nationality:   
 DOB:  
 Marital status:  
 
Education  
1999-2002  
Tourism Studies Degree at the University of Alicante. Spain. 
 
1998-1999 
C.O.U (preparatory course for university) similar to A-levels: History, 
Philosophy, Languages (Spanish, English and Catalonian) and Maths. 
 
1981-1995 
Secondary Education and Primary School, School Sagrada Familia, Alicante, 
Spain (private school ). 
 
Languages Spanish: mother tongue Catalonian: Fluent 
English: Upper-intermediate 
French: Fluent 
German: Beginner 
Career  
Hotel Melia Alicante, Puerto de Alicante, s/n- 03001 Alicante  
January 2002- June 2002 
Training Receptionist 
Responsibilities:  Bookings, Customer Care, Billing 
 
Further 
information 
 
October 2000.Seminar on Oral Negotiations in English.  Business English. 
University of Alicante 
 
Driving licence ( B1 ). 
Computers  Computer-literate in Word, Excel and Power Point 
 
Hobbies  Swimming., music, cinema, singing in a choir. theatre club at school and 
university. 
Leader of youngsters club in San Pablo Parish,  Alicante. 
 
Availability I am available and free to travel. 
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10. Calling a Candidate for an Interview:  
Send a copy of this leeter to the candidates that have written to your company applying for a job, only to those you are 
interested in due to their CV. 
 
 
 
 
(a)  
(b)  
(c)  
(Head Office) Av. Alcoy, 25  03004 Alicante Spain 
 
 
 
Ms. Leslie Meyer 
Av. Maisonave, 45 
03001 ALICANTE 
SPAIN                                                                                                   23 June 2003 
 
 
 
Dear Ms. Meyer, 
 
 
Ref. BD/1234 Receptionist 
 
 
Thank you for your recent application for the post of Receptionist. 
 
 
We should like to take your application a stage further and would be pleased if you 
could come for an interview at Av. Maisonave, 45 at 12:30 p.m. on 30th June. I 
would be very grateful if you could let me know as soon as possible, preferably by 
telephone, whether this would be convenient. 
 
 
I am looking forward to hearing from you and to meeting you on Monday. 
 
 
 
Yours sincerely, 
 
 
 
 
Mr. Jacob Smith 
Human Resources Manager 
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11. Rejecting an Application: 
Send this letter to applicants, that you think, are not suitable for the post. 
 
 
 
 
(a)  
(b)  
(c)  
(Head Office) Av. Alcoy, 25  03004 Alicante Spain 
 
 
 
Ms. Leslie Meyer 
Av. Maisonave, 45 
03001 ALICANTE 
SPAIN                                                                                                   23 June 2003 
 
 
 
Dear Ms. Meyer, 
 
 
Ref. BD/1234 Receptionist 
 
 
Thank you for your recent application for the post of Receptionist. 
 
 
We have read your letter and CV with much interest but am sorry to tell you that on 
this occasion you have not been selected for interview. We have had a very large 
number of applications and have been able to identify several candidates whose 
background and experience are more closely matched to our specific requirements 
than our own. 
 
With many thanks for your interest and for the time you have taken in forwarding 
your application. 
 
 
 
Yours sincerely, 
 
 
 
 
Mr. Jacob Smith 
Human Resources Manager 
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Speaking 
 
12. The Job Interview  
Now, conduct the job interview with the successful applicants, but, first take a look to the following handout about the 
structure of a Job Interview.  
 
 
PREPARING THE INTERVIEW 
 
1 Question Type: 
 
SECTION 1      Open questions: You have a wide range of possibilities to answer. i.e.: “What’s your 
opinion about the development of Tourism in the area?” 
 
SECTION 2      Closed questions:  there are only two or few answers possible. 
i.e.: “Would you like to travel abroad?” 
 
SECTION 3      Leading questions: When it is obvious that there is only one possible answer: i.e.: 
“You are not a member of the Union, are you?” 
 
 
2. Question Sequence: 
 
SECTION 4      Funnel sequence: Opens with open questions and gradually decreases the level of 
openness. 
 
SECTION 5      Inverted funnel:  It is the opposite procedure. The interviewer wants the factual 
information before exploring the interviewee’s opinions. 
 
SECTION 6      Erratic sequence: The topics and the type of questions change continuously in order 
to make the interviewee feel insecure and prove his/her endurance. 
 
 
3. Clarification: 
 
SECTION 7      Do not hesitate to look for clarification, examples or to ask the candidate to explain 
further what she/he means. 
 
 
4. Closure: 
 
 
SECTION 8      Remember that the purpose of an interview is to gather information about the possible 
suitable candidate. In order to be sure that you have got all the information that you need, do a 
brief summary of what has been said. This provides a good opportunity for elaboration and 
clarification on the part of the candidate. At the end thank the candidate and greet him/her. 
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13. Letter of Appointment: 
Now that you’ve conducted the Job Interviews, decide with the members of your group who is going to be the final candidate 
and send him/her a letter of appointment. 
 
 
 
 
(a)  
(b)  
(c)  
(Head Office) Av. Alcoy, 25  03004 Alicante Spain 
 
Ms. Leslie Meyer 
Av. Maisonave, 45 
03001 ALICANTE 
SPAIN                                                                                                 3th July 2003 
 
 
Dear Ms. Meyer, 
 
Ref. BD/1234 Receptionist 
 
 
Further to your recent interview, I am pleased to offer you the position of 
receptionist of ALICANTE HOTEL at a salary of €13,500 p.a. 
 
This offer is made subject to a medical examination. 
 
Other conditions of your employment are set out in the enclosed booklet: 
‘Employment at Alicante Hotel’. 
 
To indicate the formal acceptance of this offer, would you please sign the 
enclosed form and return it to me. 
 
We would like you to commence employment on 15th July. Please, report to 
reception at Alicante Hotel Head Office, Av. Alcoy, 25, 03004 Alicante at 9:00 a. 
m. 
 
I would like to take this opportunity to welcome you to Alicante Hotel  and look 
forward to meeting you again in July. Please do not hesitate to contact me if there 
are any points you would like to discuss. 
 
 
Yours sincerely, 
 
 
 
Mr. Jacob Smith 
Human Resources Manager 
 
 
M. Palazón & M. Aleson                            Información y comercialización turísticas 
Unit 3 – Job Hunting 
14. Glossary: 
What new terms will you add to your glossary? Check the definitions in the specialized dictionary. How do you pronounce 
them? 
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